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Accessing  Electronic Case   
Filing  (ECF)  for  Attorneys 

 
 
 
 
 To access the CM/ECF system, open your web browser.  (ECF is 
certified for use with Netscape Navigator 4.7 or higher web browser or 
Internet Explorer versions 5.5 and higher.)  Familiarity with browser 
navigation and functionality is recommended for successful and efficient use 
of this system. 
 
STEP  1 To access the WVSD ECF site from the web browser, enter the 

URL address in the Address field:    
 

(http://ecf.wvsd.uscourts.gov)    and press Go.   
 
 
An example of the WVSD ECF web page is shown below (see 
Figure 1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 1 – WVSD ECF Web Page 
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STEP 2 Click on the link  “Log in to the District CM/ECF System.”   
 
 
 
The system will display the ECF/PACER Login screen (see Figure 2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 2 – ECF/PACER Login Screen 
 
 

• Enter the Login and Password provided to you by the Court into the 
appropriate fields.  These fields are case-sensitive; i.e., a login of lewisk 
should not be entered as LewisK or LEWISK.  

 
 

• If you mistype your login or password, click the [Clear] button and re-enter 
the correct login and password. 
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• Enter a Client Code, if desired.  This optional field is used for billing by 

PACER users.  The information will be included in PACER billing reports. 
 

 
• When the information on this screen is correct, click the [Login] button. 
 
STEP 3  The system then displays the ECF Main Menu screen 

(see  
Figure 3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  Figure 3 – Main ECF Screen 
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To access the various modules, go to the Main Menu Bar located at 
the top of the screen.  Each selection is a hyperlink to another set of options 
or hyperlinks.  These allow you to file documents, query cases or parties, 
view or print a docket sheet, generate reports or modify your account 
information. 

 
 

• To exit the ECF system, click Logout on the Main ECF Menu Bar. 
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Filing  
a 

Return of Service 
 
 To file a Return of Service in ECF, select the appropriate event, enter 
the case number, select the pdf document, select the party served, associate 
with the document which was served, enter the date of service and accept the 
final docket text.  
 For this exercise we will file a Return of Service on a Summons 
Returned Executed and associate the Return of Service with the Complaint. 
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

Figure 2 – Civil Events Screen 
• Click on Service of Process  under the Initial Pleadings and Service 

heading. 
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STEP  3 The system will display the Service of Process event screen  

(see Figure 3).         
 

 
Figure 3 – Service of Process Event Screen 
 

• Select Summons Returned Executed by highlighting the text. 
 
• Click [Next]. 

 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
 

 
Figure 4 – Case Number Screen 
 

• Enter the case number in the manner shown.   
 
• Click [Next]. 

 
STEP  5 The system will then display the pdf Document screen (see 
Figure 5a). 
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 Figure 5a – Select the pdf Document Screen 

 
 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
5b). 

 
Figure  5b – Choose File  Screen 
 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
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including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder 
icon to go down the directory structure, or click on the “Up One Level”        
icon  
to go up one directory in the directory structure. 
 

Navigate to the directory where the appropriate pdf file is located, then 
click on it to select it.   

 
• To make sure you are associating the correct pdf file, you should 

always view the selected file by right-clicking on the filename.  That 
will bring up a menu similar to the following (see Figure 5c). 

 

 
 
Figure 5c – Right-click Menu Screen 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 
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• If this is the correct document, close or minimize the Adobe Acrobat 

Reader. Click the [Open] button on the File Upload screen (see 
Figure 5b) to return to the pdf document screen (see Figure 5a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this Return of Service has attachments, click the Yes radio button at 

the bottom and proceed to Step 6.  If there are no attachments, go to 
Step 7. 
 

• Click [Next]. 
 

STEP 6 Complete this step ONLY if you have attachments to the 
Return of Service (see Figure 6). 

 
 
 
 
 
 
 
 
 
 
 
 
 Figure 8 – Document Attachment Screen 
 

Adding attachments is a three-part process: 
 
1)  Browse for the attachment as described in Step 5. 

 
2)  Select the Type and/or type a Description of the attachment. 

 
3)  Click [Add to List]. 

 
Repeat this process until you have added all the attachments. 
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When you have added all your attachments, click [Next]. 

 
STEP 7 The system will display the Party Served screen  

(see Figure 7). 
 

 
 
Figure 7 - Party Served Screen 
 
• Select the party served.     
 
• Click [Next].   
 
 
 
STEP 8    The system will display the Refer to Event screen (see Figure 
8a). 
 

 
 
Figure 8a – Refer to Event Screen 

 
• Click on the check box.    
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• Click [Next].   
 

 
 
 
The system will display the documents in the case to allow you to 

connect the Return of Service you are filing with the appropriate related 
document(s) (see Figure 
8b).

 
Figure 8b – Refer Event Screen 
 

• Click on the check box beside the Complaint. 
   
• Click [Next].   
 

 
 
STEP 9     The system will display the Date Served screen (see Figure 9). 

 
Figure 9 – Date Served Screen 
 
 

• Enter the date the summons was served. 
 
• Tab and the Date Answer Due will be calculated and entered. 
 
• Click [Next].   

STEP 10 The system displays the Final Text screen (see Figure 10). 
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Figure 10 – Final Text Screen 
 
This displays how your docket entry will appear on the docket sheet.  Once  
you click the [Next] button, this Return of Service is entered into the ECF 

system  
and cannot be modified without involvement of the court. 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
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STEP 11 Finally, the system will display the Notice of Electronic Filing  
 (see Figure 11). 

 
Figure 11 – Notice of Electronic Filing Screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that the Return of Service is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon.  It is 

recommended you print or save the NEF as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
 

• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   

 
• If you need to file additional documents via ECF, make the 

appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing  
an 

Answer to a Complaint 
 
 To file an Answer to a Complaint in ECF, select the appropriate event, 
enter the case number, select the party filer, associate an attorney, associate 
with the Complaint you are answering, update the jury demand and accept 
the final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Answers to Complaints and Other Initiating Documents   

under the Answers  heading. 
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STEP  3 The system will display the Service of Process event screen  

(see Figure 3).         
 

 
Figure 3 – Service of Process Event Screen 
 

• Select Summons Returned Executed by highlighting the text. 
 
• Click [Next]. 

 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
 

 
Figure 4 – Case Number Screen 
 

• Enter the case number in the manner shown.   
 
• Click [Next]. 
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STEP  5 If this is your first time appearing in this civil case, the system 

will display the Attorney/Party Association screen (see 
Figure 5), asking if you want to associate with this party for 
this case: 

 

Figure 5 – Attorney/Party Association Screen 
 
 
•  Check all boxes. 
 
•  Click [Next]. 
 
 
STEP  6 The ECF system displays all unanswered complaints and 

claims, including counterclaims, cross-claims, and third-party 
complaints.  To establish a link between the Answer and the 
Complaint to which it corresponds, click the box next to the 
corresponding Complaint (see Figure 6). 

 

Figure 6 – Event Relationship Screen 
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• NOTE:  If more than one document appears here and you are unsure 

which docketed event is correct, click on the hyperlink for that 
docketed event.  To open the document in a separate browser window, 
right-click on the hyperlink.  Viewing the hyperlink will result in 
PACER charges. 

 
• When satisfied you have made the correct link, click [Next]. 

 
 
 
 
STEP  7 The system will then display the pdf Document screen (see 
Figure 7a). 
 
 
 
 
 
 
 
 
 
 

 Figure 7a – Select the pdf Document Screen 
 

 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
7b). 
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Figure  7b – Choose File  Screen 
 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the  

 
 
 
 

desired file is not displayed, either double-click on any directory or folder 
icon to go down the directory structure, or click on the “Up One Level”        
icon  
to go up one directory in the directory structure. 
 

Navigate to the directory where the appropriate pdf file is located, then 
click on it to select it.   

 
• To make sure you are associating the correct pdf file, you should 

always view the selected file by right-clicking on the filename.  That 
will bring up a menu similar to the following (see Figure 7c). 
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 Figure 7c – Right-click Menu Screen 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 

 
• If this is the correct document, close or minimize the Adobe Acrobat 

Reader. Click the [Open] button on the File Upload screen (see 
Figure 7b) to return to the pdf document screen (see Figure 7a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this Answer has attachments, such as exhibits, click the Yes radio 

button at the bottom and proceed to Step 8.  If there are no 
attachments, go to Step 9. 
 

• Click [Next]. 
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STEP 8 Complete this step ONLY if you have attachments to the 

Answer (see Figure 8). 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 8 – Document Attachment Screen 
 

Adding attachments is a three-part process: 
 
1)  Browse for the attachment as described in Step 7. 

 
2)  Select the Type and/or type a Description of the attachment. 

 
3)  Click [Add to List]. 

 
Repeat this process until you have added all the attachments. 

 
When you have added all your attachments, click [Next]. 

 
 
 
 

 
 
STEP 9 On this screen you will indicate whether your Answer 

contains a counterclaim, cross-claim, or third-party 
complaint (see Figure 9). 
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Figure 9 – Additional Claim or Complaint and Jury Demand Value Screen 
 
 
• If your Answer contains a counterclaim, cross-claim, or third-party 

complaint, click in the box next to that type document. 
 
• Click [Next]. 
 

NOTE:  If you checked any of the boxes above, proceed as follows: 
 For counterclaim, proceed to Step 9.1 

  For cross-claim, proceed to Step 9.2 
For third-party complaint, call the Clerk’s Office  

to have the name(s) of the Third-party Defendant(s)  
added, then proceed with Step 9.3.  

 
If you did not check a box, proceed to Step 10. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 9.1 The system will display the Counter Party Complaint screen  
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(see Figure 9.1) 
 

 
Figure 9.1 Counter Party Complaint Screen 
 
• Select the party against whom the Counterclaim is filed.   
 
• Click [Next].  Proceed to Step 10. 
 
STEP 9.2 If you selected cross-claim, the Crossclaim Party screen  

will display (see Figure 9.2). 
 

Figure 9.2 Crossclaim Party Screen 
 

• Select the party against whom the Crossclaim is filed.   
 

• Click [Next].  Proceed to Step 10. 
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STEP 9.3   If you selected Third Party Complaint, the system will 
display  

the Third Party Complaint screen (see Figure 9.3). 

Figure 9.3 – Third Party Complaint Screen 
 
 

• Highlight the name(s) of the Third Party Defendant(s). 
 
• Click [Next].  Proceed to Step 10. 

 
STEP 10 The system may display the Update Jury Demand screen (see 

Figure 10a), for you to change the jury demand value, if 
appropriate. 

 

 
 Figure 10a – Update Jury Demand Screen 
 

If the Jury Demand value is not correct, click on the down arrow next 
to                the field and select the correct value.  Otherwise, no action 
is required. 

 
•  Click [Next]. 
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The system may display the Jury Demand box screen (see Figure 10b). 
 

Figure 10b – Jury Demand box Screen 
 
 
• If the Answer you are filing, contains a jury demand, type “jury demand” 

in this box. 
 
• Click [Next]. 
 
 
STEP 12 The system displays the Final Text screen (see Figure 12). 

 
Figure 12 – Final Text Screen 
 
This displays how your docket entry will appear on the docket sheet.  Once  
you click the [Next] button, this Answer is entered into the ECF system  
and cannot be modified without involvement of the court. 
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If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
 
 
 
 
 
 
STEP 13 Finally, the system will display the Notice of Electronic Filing  
 (see Figure 13). 
 

 
Figure 13 – Notice of Electronic Filing Screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that the Answer is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon.  It is 

recommended you print or save the NEF as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
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• When you arrive at the Notice of Electronic Filing screen, you are 

finished with the filing of your document.   
 

• If you need to file additional documents via ECF, make the 
appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing  an  Amended Answer  
Or Other Answer 

 
 To file an Amended Answer or Other Answer in ECF, select the 
appropriate event, enter the case number, select the party filer, associate the 
Amended Answer with original Answer in the file, update the jury demand 
and accept the final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Amended and Other Answers under the Answers heading. 
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STEP  3 The system will display the Case Number screen (see Figure 
3). 
    
 
 
 
 
 
 
 
 
 

     Figure 3 – Case Number Screen 
 

• Enter the correct case number. 
 
•  Click [Next]. 

 
 
STEP  4 The system will then display the Party Selection screen (see 
Figure 4). 
 
 

 
Figure 4 – Party Selection Screen 
 

• On this screen, select the party filing the Amended Answer.   
 
• Click [Next]. 
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STEP  5 The system will then display the pdf Document screen (see 
Figure 5a). 
 
 
 
 
 
 
 
 
 
 

 Figure 5a – Select the pdf Document Screen 
 

 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
5b). 
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Figure  5b – Choose File  Screen 
 

On this screen, click the down arrow for the Files of type: field at the 
bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or click on 
the “Up One Level” icon           to go up one directory in the directory 
structure.    
 

Navigate to the directory where the appropriate pdf file is located, then 
click on it to select it.   

 
• To make sure you are associating the correct pdf file, you should 

always view the selected file by right-clicking on the filename.  That 
will bring up a menu similar to the following (see Figure 5c). 
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 Figure 5c – Right-click Menu Screen 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 

 
• If this is the correct document, close or minimize the Adobe Acrobat 

Reader. Click the [Open] button on the Choose File screen (see 
Figure 5b) to return to the pdf document screen (see Figure 5a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this Amended Answer has attachments, click the Yes radio button at 

the bottom and proceed to Step 6.  If there are no attachments, go to 
Step 7. 
 

• Click [Next]. 
 

STEP 6 Complete this step ONLY if you have attachments to the 
Amended Answer (see Figure 6). 
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 Figure 6 – Document Attachment Screen 
 
 Adding attachments to a document is a three-step process: 
 

1)  Browse for the attachment as described in Step 5. 
 

2)  Select the Type and/or type a Description of the attachment. 
 

3)  Click [Add to List]. 
 

Repeat this process until you have added all the attachments. 
 
When you have added all your attachments, click [Next]. 
 
 
 
 
 
 
 
 
 
 
 
STEP  7 The system displays the first Reference Document screen 
   (see Figure 7a). 
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Figure 7a – Reference Document Screen  
 
 
• Your Amended Answer refers to the original Answer, so click the check 

box. 
 
• Click [Next]. 

 
The system will display the second  Reference Document screen (see 

Figure 7b). 

 
Figure 7b – Reference Document Screen  
 
• Click in the check box beside the Answer you are amending. 
 
• Click [Next]. 
 
STEP  8 The system displays the Additional Claim screen.  (see Figure 

8). 
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Figure 8 – Additional Claim Screen 
 

If your Amended Answer contains a Counterclaim, Cross-claim, or 
Third-Party Complaint, click in the box next to that type document. 
 

• Click [Next]. 
 

• NOTE:   If you checked any of the boxes above, proceed as follows: 
 For counterclaim, proceed to Step 8.1 

 For cross-claim, proceed to Step 8.2 
For third-party complaint, call the Clerk’s Office 

to have them add the name(s) of the third 
party defendant(s), then proceed with Step 
8.3. 

 
• If you did not check a box, proceed to Step 9. 

 
STEP 8.1 The system will display the Counter Party Complaint 
screen (see Figure 8.1) 
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Figure 8.1 Counter Party Complaint Screen 
 
• Select the party against whom the Counterclaim is filed.   
 
• Click [Next].  Proceed to Step 9. 
 
STEP 8.2 If you selected cross-claim, the Crossclaim Party screen will 
display (see Figure 8.2) 

 
Figure 8.2 Crossclaim Party Screen 
 

• Select the party against whom the Crossclaim is filed.   
 

• Click [Next].   



ECF ATTORNEY  TRAINING MANUAL                FILING AN  AMENDED OR OTHER ANSWER  

SDWV- 06/01/2005  Page 38 

 
• Proceed to Step 9. 

 
STEP 8.3   If you selected Third Party Complaint, the system will 
display  

the Third Party Complaint screen (see Figure 8.3). 

Figure 8.3 – Third Party Complaint Screen 
 
 

• Highlight the name(s) of the Third Party Defendant(s). 
 
• Click [Next].  Proceed to Step 9. 

 
 
STEP 9  The system may display the Update Jury Demand screen (see 
Figure 9a). 
 

 
 Figure 9a – Update Jury Demand Screen 
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• If the jury demand has changed with the filing of the Amended 

Answer, change the value in the Jury Demand box. 
 
• Click [Next]. 

 
 
The system may display the Jury Demand box screen (see Figure 9b). 
 
 

 
 
Figure 9b – Jury Demand box screen 
 
 
If the Amended Answer you are filing contains a jury demand, type “jury 
demand” in this box.  Otherwise, ignore this box. 
 

• Click [Next]. 
 
 
 
 
STEP 10 The system displays the Final Text screen (see Figure 10). 
 

 
Figure 10 – Final Text screen 
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This displays how your docket entry will appear on the docket sheet.  Once 

you  
click Next], this Amended Answer is entered into the ECF system and 

cannot  
be modified without involvement of the court. 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 11 Finally, the system will display the Notice of Electronic 
Filing    (see Figure 11). 
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Figure 11 – Notice of Electronic Filing Screen 

 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that this is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon.  It is 

recommended you print or save the NEF as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
 

• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   

 
• If you need to file additional documents via ECF, make the 

appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing  an Answer  
To a Complaint Attached to a Notice of Removal 

 
 To file an Answer to a Complaint Attached to a Notice of Removal, 
select the appropriate event, enter the case number, select the party filer, 
associate with the Notice of Removal, update the jury demand and accept the 
final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Amended and Other Answers under the Answers heading. 
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STEP  3 The system will display the Other Answers screen (see Figure 
3). 
 

          
 

 Figure 3 – Other Answers Screen 
 
 

• Select Answer to Complaint Attached to Notice of Removal. 
 
•  Click [Next]. 

 
 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
 

 
Figure 4 – Case Number Screen 
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• Enter the case number.   
 
• Click [Next]. 

 
 
 
 
 
 
 
STEP  5 The system will then display the Party Selection screen (see 

Figure 5) 
 

 
Figure 5 – Party Selection Screen 
 
 
•  Select the name of the Defendant filing the Answer. 
 
•    Click [Next]. 
 
 
STEP  6 The system will then display the pdf document screen (see 
Figure 6 a). 
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 Figure 6a – Select the pdf document screen 

 
 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
6b). 

 

 
 

Figure  6b – Choose File  Screen 
 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
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including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or click on 
the “Up One Level” icon,           to go up one directory in the directory 
structure. 
 
• Navigate to the directory where the appropriate pdf file is located, then 

click on it to select it.   
 

• To make sure you are associating the correct file, you should always 
view the selected file by right-clicking on the filename.  That will 
bring up a menu similar to the following (see Figure 6c). 

 
 

 
 
Figure 6c – Right-click Menu 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 
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• If this is the correct document, minimize or close the Adobe Acrobat 
Reader. Click the [Open] button on the File Upload screen (see 
Figure 6b) to return to the pdf document screen (see Figure 6a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this document has attachments, such as exhibits or a proposed 

order, click the Yes radio button at the bottom and proceed to Step 7.  
If there are no attachments, go to Step 9. 
 

• Click [Next]. 
 
 

 
STEP 7 Complete this step ONLY if you have attachments to the 

Answer (see Figure 7). 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 7 – Document Attachment Screen 
 
 Adding attachments to a document is a three-part process: 
 

1)  Browse for the attachment as described in Step 6. 
 

2)  Select the Type and/or type a Description of the attachment. 
 

3)  Click [Add to List]. 
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Repeat this step until you have added all the attachments. 
 

When you have added all your attachments, click [Next]. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 8  The system will then display the Refer to Event screen 

(see Figure 8).   
 

  
Figure 8 – Refer to Event screen 
 

• When filing an Answer to a Complaint Attached to a Notice of Removal, 
you will refer the Answer to the Notice of Removal by checking the box.  
It is not necessary to enter filed dates or document numbers. 

 
• Click [Next]. 

 
 
STEP 9 The system will then display the Select Event screen (see  
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Figure 9).   

 
Figure 9 – Select Event Screen 

 
• Check the box. 

 
• Click [Next]. 
 

 
 
 
 
 
 
 
 
 
 
 
STEP 10 The system will then display the Additional Claim or 

Complaint and Jury Demand Value screen (see Figure 
10). 
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Figure 10 – Additional Claim or Complaint and Jury Demand Value Screen 
 
This screen serves two purposes.  First, it lets you indicate if the Answer to a 
Complaint Attached to the Notice of Removal contains a Counterclaim, 
Cross-claim, or Third-Party Complaint.  In addition, it tells you what the 
jury demand values are so you can change the value on the next screen, if 
appropriate. 
 
• If your Answer contains a Counterclaim, Cross-claim, or Third-Party 

Complaint, click in the box next to that document type. 
 

• Click [Next]. 
 

If you checked any of the boxes above, proceed as follows: 
 
 For counterclaim, proceed to Step 10.1 

   
For cross-claim, proceed to Step 10.2 
 
For third-party complaint, call the Clerk’s Office to have the 
name(s) of the third-party defendant(s) added to the case, then 
proceed with Step 10.3. 

 
If you did not check a box, proceed to Step 11. 
 

STEP 10.1 If you selected Counterclaim, the system will display the 
Counter Party Complaint screen (see Figure 10.1) 

 



ECF ATTORNEY  TRAINING MANUAL       ANSWER TO COMPLAINT ATTACHED TO 
NOTICE OF REMOVAL  

SDWV- 06/01/2005  Page 51 

 
Figure 10.1 Counter Party Complaint Screen 
 
Select the party against whom you are filing the Counterclaim.   
 
Click [Next].   
 
Continue at Step 11. 
 
 
STEP 10.2 If you selected Crossclaim, the Crossclaim Party screen will 
display (see Figure 10.2) 

 
Figure 10.2 Crossclaim Party Screen 

 
• Select the party against whom the Crossclaim is filed.   
 
 



ECF ATTORNEY  TRAINING MANUAL       ANSWER TO COMPLAINT ATTACHED TO 
NOTICE OF REMOVAL  

SDWV- 06/01/2005  Page 52 

• Click [Next].   
 

Continue at Step 11. 
 

STEP 10.3   If you selected Third-Party Complaint, the Third Party 
Complaint screen will display (see Figure 10.3) 
 

 
Figure 10.3 – Third Party Complaint Screen 
 
Select the name of the third-party defendant(s).  
 
Click [Next]. 
 
Proceed with Step 11. 

 
STEP 11 The system will display the Update Jury Demand screen  

(see Figure 11), for you to change the jury demand value, if 
appropriate. 

 

 
 Figure 11 – Update Jury Demand Screen 
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If the Jury Demand value is not correct, click on the down arrow next 
to                the field and select the correct value.  Otherwise, no action 
is required. 

 
•  Click [Next]. 
 
 
 
STEP 12 The system displays the Final Text screen (see Figure 12). 

 
Figure 12 – Final Text Screen 
 
This screen displays how your docket entry will appear on the docket sheet.  

Once you click the [Next] button, this Answer to a Complaint 
Attached to a Notice of Removal is entered into the ECF system 
and cannot be modified without involvement of the court. 

 
 
 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
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STEP 13 Finally, the system will display the Notice of Electronic Filing  
 (see Figure 13). 

Figure 13 – Notice of Electronic Filing Screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that the Answer to a Complaint Attached to a Notice of Removal is 
now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon.  It is 

recommended that you print the NEF or save it as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
 

• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   
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• If you need to file additional documents via ECF, make the 

appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing a Motion 

(Motion to Dismiss) 
 
 To file a Motion in ECF, select the appropriate event, select the relief 
(s), enter the case number, select the party filer, reference a document, and 
accept the final docket text.  
 
 [Note:  A motion and the memorandum or brief in support are two 
separate events (documents) in CM/ECF. ] 
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

Figure 2 – Civil Events Screen 
 

 
• Click on Motions under the Motions and Related Filings  heading. 
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STEP  3 The system will display the Motions Relief screen (see Figure 
3). 
 
         

 
 Figure 3 – Motions Relief screen 

 
 

• Scroll up or down to locate the relief sought by the Motion you are 
filing.  Click to highlight your selection. 
 
Note:  In situations where more than one type of relief is being sought 
by a single document, you can choose more than one relief code by 
clicking on one type of relief, finding the second (or third, etc.) relief 
and holding down the Control key (Ctrl) on your keyboard while 
clicking on the second selection.  Both selections should stay 
highlighted if done correctly. 
 

• Click [Next]. 
 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
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Figure 4 – Case Number Screen 
 

• Enter the case number.   
 
• Click [Next]. 

 
 
 
STEP  5 The system will then display the Party Selection screen (see 

Figure 5a). 
 

 
Figure 5a – Party Selection Screen 
 
 
•     Select the name of the party filing the Motion. 
 
•    Click [Next]. 
 
 
 
If this is your first time appearing as counsel in this case or for this party in 
this case, the party/attorney association screen will appear (see Figure 5b). 
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Figure 5b – Party/Attorney Association Screen 
 

• Check all boxes. 
 
• Click [Next]. 

 
 
 
 
 
 
 
STEP  6 The system will then display the pdf document screen (see 
Figure 6a). 
 

 
 Figure 6a – Select the pdf Document Screen 

 
 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
6b). 
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Figure  6b – Choose File  Screen 

 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or click on 
the “Up One Level” icon,           to go up one directory in the directory 
structure. 

 
 
Navigate to the directory where the appropriate pdf file is located, 

then click on it to select it.   
 

• To make sure you are associating the correct file, you should always 
view the selected file by right-clicking on the filename.  That will 
bring up a menu similar to the following (see Figure 6c). 
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 Figure 6c – Right-click Menu 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 

 
• If this is the correct document, minimize the Adobe Acrobat Reader. 

Click the [Open] button on the File Upload screen (see Figure 6b) to 
return to the pdf document screen (see Figure 6a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this document has attachments, such as exhibits and/or a proposed 

order, click the Yes radio button at the bottom and proceed to Step 7.  
If there are no attachments, go to Step 9. 
 

• Click [Next]. 
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STEP 7 Complete this step ONLY if you have attachments to the 
Motion  

 (see Figure 7). 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 7 – Document Attachment Screen 

 
Adding attachments is a three-part process: 
 
1)  Browse for the attachment as described in Step 6. 

 
2)  Select the Type and/or type a Description of each attachment. 

 
3)  Click [Add to List]. 

 
Repeat this process until you have added all the attachments. 

 
When you have added all your attachments, click [Next]. 

 
 
 
 
 
 
 
 
 
STEP 8  The system will then display the Refer to Event screen (see 

Figure 8a).   
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If the Motion you are filing does not refer to a case document, Click 
[Next] and continue with Step 9. 

  

 
Figure 8a– Refer to Event screen 

 
 

If the Motion refers to an existing case document, check the “refer” box.   
 
[Note:  If you know specifically the filing date or the docket number of 
the document to which your Motion refers, you may enter that 
information in the fields entitled “filed” or “documents.”   This will limit 
the search to only those papers filed within those parameters.  Otherwise, 
all case documents will be listed on the upcoming screen.] 
 

• Click [Next]. 
 
 
The system will then display the Select Event screen (see Figure 8b).   

 
Figure 8b – Select Event Screen 
 

• Check the box next to the event to which the Motion refers.  In this 
instance, the Motion to Dismiss refers to the Complaint. 

 
• Click [Next]. 
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STEP 9 The system will display the Party/Case Verification screen 
(see Figure 9). 
 

 
Figure 9 – Party/Case Verification Screen 
 
 

• Verify that the filer name and the case name are correct. 
 

• Click [Next]. 
 
STEP 10 The system displays the Final Text screen (see Figure 10). 

 
Figure 10 – Final Text screen 
 
This displays how your docket entry will appear on the docket sheet.   
Once you click the [Next] button, this motion is entered into the ECF system  
and cannot be modified without involvement of the court. 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
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STEP 11 Finally, the system will display the Notice of Electronic Filing  
 (see Figure 11). 

 
Figure 11 – Notice of Electronic Filing Screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that the Motion to Dismiss 
is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon.  It is 

recommended that you either print or save the NEF as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
 

• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   
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• If you need to file additional documents via ECF, make the 
appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout.



ECF ATTORNEY  TRAINING MANUAL   EXAMPLES – MOTIONS 

SDWV- 06/01/2005  Page 15 

 
 
 
 
 
 
 

Examples of other motions 
 

 In the preceding pages, you were guided through the steps to docketing a 
motion with a Motion to Dismiss used as an example. 
 
 The following pages provide abbreviated examples of how to docket other 
motions, including some that contain unusual screens not commonly encountered 
in ECF.   
 
 Remember, not all docket screens are shown.  Each example begins with 
Step 3.  For more comprehensive information, you will be referred to the main 
section of the “Filing a Motion” instructions.  The motions to follow are listed in 
alphabetical order: 
  
 Motion to Amend 
 Motion to Appear Pro Hac Vice 
 Motion for Bond 
 Motion to Compel 
 Motion to Consolidate Cases 
 Motion to Exceed Page Limit 
 Motion in Limine 
 Motion to Substitute Attorney 
 Motion for Summary Judgment 
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MOTION TO AMEND 

 
 
STEP – 3  The Motions Relief screen  (see Figure 3) 
 

 
Figure 3 – Motions Relief Screen  
 

• Select “Amend.”  
 
• Click [Next]. 

 
 
 
 
STEP – 4  The Case Number screen (see Figure 4). 
 

 
 Figure 4 – Case Number Screen 
 
 

• Enter Case Number. 
 
• Click [Next]. 

 
 



ECF ATTORNEY  TRAINING MANUAL   EXAMPLES – TO AMEND 

SDWV- 06/01/2005  Page 16 

STEP – 5  The Party Selection screen (see Figure 5). 
 

 
Figure 5 – Party Selection Screen 
 
 

• Select Party filing the motion. 
 
• Click [Next]. 
 
 

 
 
STEP – 6  The PDF document screen (see Figure 6). 
 

 
 
Figure 6 – Select the PDF document Screen 
 
 

• Browse to locate, then select the document.  
 

(For more detailed instructions of if your motion has attachments, refer to Step 7 of  
“Filing a Motion on page 4.) 
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• Click [Next]. 
•  

STEP – 7  The Refer Document screen (see Figure 7). 
 

 
Figure 7 –Refer Document Screen 
 
On this screen, you must select the document this motion seeks to amend.   
 

• Put a check in the box marked “Refer to existing event(s)?” 
 

• NOTE:  You may narrow your search by inputting the filed date or the 
document     number of the document you seek to amend. Otherwise, you 
may leave the “filed” and “documents” fields blank. 

 
• Click [Next]. 

 
 
STEP – 8  The Select Refer Document screen (see Figure 8). 
 

 
 Figure 8 – Select Refer Document Screen 
 

 
•  Place a check in the box next to the document you want to amend. 
 
• Click [Next]. 
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STEP – 9  The Case Number Verification screen (see Figure 9). 
 

 
 
Figure 9 - Case Number Verification Screen   

 
 

• Verify this is the correct case number and name. 
 
• Click [Next]. 
 

 
STEP – 10  The Final Docket Text screen (see Figure 10). 
 

 
 Figure 10 - Final Docket Text  Screen   
 
 
Review the text.  If it is incorrect or in any way needs changed, use your Back 
button to navigate back to make any needed changes.  If the text is correct. 

 
• Click [Next]. 

 
The system will then display the Notice of Electronic Filing for your Motion to 
Amend.  See page 9 of “Filing a Motion” for details regarding the NEF. 
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MOTION TO APPEAR PRO HAC VICE 
 
STEP – 3  The Motions Relief screen  (see Figure 3) 
 

 
Figure 3 – Motions Relief Screen  
 

• Select “Appear Pro Hac Vice.”  
 
• Click [Next]. 

 
 
STEP – 4  The Case Number screen (see Figure 4). 

 
Figure 4 – Case Number Screen 
 

• Enter Case Number. 
 
• Click [Next]. 
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STEP – 5  The Party Selection screen (see Figure 5). 
 

 
Figure 5 – Party Selection Screen 
 

• Select Party filing the motion.  In other words, with which party will the pro 
hac vice attorney be associated? 

 
• Click [Next]. 

 
 
STEP – 6  The PDF document screen (see Figure 6). 
 

 
Figure 6 – PDF Document Selection Screen 
 

• Browse to locate, then select the document.  
 

(For more detailed instructions of if your motion has attachments, refer to Step 
7 of  “Filing a Motion” on page 6.) 
 

• Click [Next]. 
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STEP – 7  The Pro Hac Vice Attorney Name screen (see Figure 7). 
 

 
Figure 7 – Pro Hac Vice Attorney Name Screen 
 
With the Motion to Appear Pro Hac Vice, the system will display this screen, 
which allows you to enter the name of the attorney who seeks to appear.   
 

•      Enter the name just as it will appear in the docket entry. 
 
• Click [Next]. 
 
 

 
STEP – 8  The Case Number Verification screen (see Figure 8). 
 

 
Figure 9 - Case Number Verification Screen   

 
• Verify this is the correct case number and name. 
 
• Click [Next]. 

 
 
 
 
 
 

 
 
 
 

 



ECF ATTORNEY  TRAINING MANUAL   EXAMPLES – TO APPEAR PRO HAC VICE 

SDWV- 06/01/2005  Page 19 

STEP – 10  The Final Docket Text screen (see Figure 10). 
 

Figure 10 – Final Docket Text Screen 
 
Review the text.  If it is incorrect or needs to be changed, use your Back button 
to navigate back to make any needed changes.  If the text is correct, click 
[Next]. 
 
The system will then display the Notice of Electronic Filing for your Motion to 
Appear Pro Hac Vice.  See page 9 of “Filing a Motion” for details regarding the 
NEF. 
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MOTION FOR BOND 
 
STEP – 3  The Motions Relief screen  (see Figure 3) 
 

 
Figure 3 – Motions Relief Screen  
 

• Select Relief 
 
• Click [Next]. 

 
 
STEP – 4  The Case Number screen (see Figure 4). 

 
Figure 4 – Case Number Screen 
 

• Enter Case Number. 
 
• Click [Next]. 
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STEP – 5  The Party Selection screen (see Figure 5). 
 

 
Figure 5 – Party Selection Screen 
 

• Select Party filing the motion. 
 
• Click [Next]. 

 
 
 
 
STEP – 6  The PDF document screen (see Figure 6). 
 

 
Figure 6 – PDF Document Selection Screen 
 

• Browse to locate, then select the document.  
 

(For more detailed instructions of if your motion has attachments, refer to Step 
7 of  “Filing a Motion on page 4.) 

 
• Click [Next]. 
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STEP – 7   The Type of Bond screen (see Figure 7). 
 

 
Figure 7 – Type of Bond Screen 
 

• This screen allows you to enter the type (not the amount) of bond your Motion for 
Bond seeks.  Enter the type in the box just as it will appear in the docket entry. 

  
• Click [Next].      

 
 
STEP – 9  The Case Number Verification screen (see Figure 9). 
 

 
Figure 9 - Case Number Verification Screen   

 
• Verify this is the correct case number and name. 
 
• Click [Next]. 
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STEP – 10  The Final Docket Text screen (see Figure 10). 
 

 Figure 10 – Final Docket Text Screen 
 
 
Review the text.  If it is incorrect or in any way needs changed, use your Back 
button to navigate back to make any needed changes.  If the text is correct. 

 
• Click [Next]. 

 
The system will then display the Notice of Electronic Filing for your Motion to 
Amend.  See page 9 of “Filing a Motion” for details regarding the NEF. 
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 MOTION TO COMPEL 
 
STEP – 3  The Motions Relief screen  (see Figure 3) 
 

 
Figure 3 – Motions Relief Screen  
 

• Select “Compel.” 
 
• Click [Next]. 

 
 
STEP – 4  The Case Number screen (see Figure 4). 

 
Figure 4 – Case Number Screen 
 

• Enter Case Number. 
 
• Click [Next]. 
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STEP – 5  The Party Selection screen (see Figure 5). 
 
 

 
Figure 5 – Party Selection Screen 
 

• Select Party filing the motion. 
 
• Click [Next]. 

 
 
STEP – 6  The PDF document screen (see Figure 6). 
 
 

 Figure 6 – PDF Document Selection Screen 
 
 

• Browse to locate, then select the document.  
 

(If your motion has attachments, refer to Step 7 of  “Filing a Motion on page 4.) 
 
• Click [Next]. 
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STEP – 7  The Compel Information screen (see Figure 7). 
 

 
Figure 7 – Compel Information Screen 
 
In this screen you are given the opportunity to insert what your Motion seeks to 
compel.  Examples are given.  Be sure to include the “what” and “whom” or 
“by whom.” 
 

•     Enter the information. 
 
• Click [Next]. 
 
 

STEP – 8   The Case Number Verification screen (see Figure 8). 
 

 
Figure 8 - Case Number Verification Screen   

 
• Verify this is the correct case number and name. 
 
• Click [Next]. 
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STEP – 9 The Final Docket Text screen (see Figure 9). 
 

 Figure 9 – Final Docket Text Screen 
 
Review the text.  If it is incorrect or needs to be changed, use your Back button 
to navigate back to make any needed changes.  If the text is correct, click 
[Next]. 
 
The system will then display the Notice of Electronic Filing for your Motion to 
Compel.    See page 9 of “Filing a Motion” for details regarding the NEF. 
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MOTION TO CONSOLIDATE CASES 
 
STEP – 3  The Motions Relief screen  (see Figure 3) 
 

 Figure 3 – Motions Relief Screen  
 

• Select “Consolidate Cases.” 
 
• Click [Next]. 

 
 
STEP – 4  The Case Number screen (see Figure 4). 

 
Figure 4 – Case Number Screen 
 

• Enter Case Number. 
 
• Click [Next]. 
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STEP – 5  The Party Selection screen (see Figure 5). 
 

 
Figure 5 – Party Selection Screen 
 

• Select Party filing the motion. 
 
• Click [Next]. 

 
 
STEP – 6  The PDF document screen (see Figure 6). 
 
 

 
Figure 6 – PDF Document Selection Screen 
 
 

• Browse to locate, then select the document.  
 

(If your motion has attachments, refer to Step 7 of  “Filing a Motion” on page 
6.) 

 
• Click [Next]. 
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STEP – 7  The Numbers to Consolidate screen (see Figure 7). 
 

 
Figure 7 – Numbers to Consolidate Screen 
 
This screen allows you to input the numbers of the cases you are moving to 
consolidate.   
 

•      Be sure and type the complete number the word “and,”  
          then the second complete number, as shown in the example. 
 
•      Click [Next]. 

 
 
 
STEP – 9  The Case Number Verification screen (see Figure 8). 
 

 
Figure 8 - Case Number Verification Screen   

 
• Verify this is the correct case number and name. 
 
• Click [Next]. 
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STEP – 9  The Final Docket Text screen (see Figure 9). 
 

 Figure 10 – Final Docket Text Screen 
 
Review the text.  If it is incorrect or needs to be changed, use your Back button 
to navigate back to make any needed changes.  If the text is correct, click 
[Next]. 
 
The system will then display the Notice of Electronic Filing for your Motion to 
Consolidate.  See page 9 of “Filing a Motion” for details regarding the NEF. 
 
 

 
 
 

 
 
 
MOTION TO DISMISS (see “Filing a Motion” on page 1). 
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MOTION TO EXCEED PAGE LIMIT 
 
STEP – 3  The Motions Relief screen  (see Figure 3). 
 

 
Figure 3 – Motions Relief Screen  
 

• Select “Exceed Page Limit.”  Note the warning on the menu. 
 
• Click [Next]. 
 

 STEP – 4  The Case Number screen (see Figure 4). 
 

 
Figure 4 – Case Number Screen 

       
 

• Enter complete case number as shown. 
 
• Click [Next]. 
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STEP – 5  The Party Selection screen (see Figure 5). 
 

 
Figure 5 – Party Selection Screen 
 

• Select Party filing the motion. 
 
• Click [Next]. 
 

STEP – 6  The PDF Document Selection screen (see Figure 6). 
 

 

 
Figure 6 – PDF Document Selection Screen 
 
 

• Browse to locate, and select the document.  
 

(If your motion has attachments, refer to Step 7 of  “Filing a Motion” on  
page 6.) 

 
• Click [Next]. 
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STEP – 7  The Document Title screen (see Figure 7). 
 

 
Figure 7 – Document Title Screen 
 
This screen allows you to input the title of the document whose page limit you 
seek to exceed.  If there is an attachment enter “y.”  If not, enter “n.” 
 

•      Enter the title of the document just as it will appear in the docket entry. 
 
•      Click [Next]. 
 
 

STEP – 8  The Case Number Verification screen (see Figure 8). 
 

 
Figure 8 – Case Number Verification Screen 
 
 
STEP – 9  The Final Docket Text screen (see Figure 9). 

 
 

 Figure 9 – Final Docket Text Screen 
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Review the text.  If it is incorrect or needs to be changed, use your Back button 
to navigate back to make any needed changes.  If the text is correct, 
click [Next]. 
 
The system will then display the Notice of Electronic Filing for your Motion to 
Exceed Page Limit.  See page 9 of “Filing a Motion” for details regarding the 
NEF. 
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MOTION IN LIMINE 
 
 
STEP – 3  The Motions Relief screen  (see Figure 3) 
 

 Figure 3 – Motions Relief Screen  
 

• Select “In Limine.” 
 
• Click [Next]. 

 
 
STEP – 4  The Case Number screen (see Figure 4). 
 

 
 
Figure 4 – Case Number Screen 
 

• Enter Case Number. 
 
• Click [Next]. 
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STEP – 5  The Party Selection screen (see Figure 5). 
 

 Figure 5 – Party Selection Screen 
 

• Select Party filing the motion. 
 
• Click [Next]. 

 
 
STEP – 6  The PDF document screen (see Figure 6). 
 
 
 

 
Figure 6 – PDF Document Selection Screen 
 
 

• Browse to locate, then select the document.  
 

(For more detailed instructions of if your motion has attachments, refer to Step 
7 of  “Filing a Motion” on page 6.) 

 
• Click [Next]. 
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STEP – 7   The Docket Text screen (see Figure 7). 
 

 Figure 7 – Docket Text Screen   
 

• Specify what the Motion in Limine addresses just as it will read in the docket 
entry (This is optional). 

 
• Click [Next]. 
 

 
STEP – 8  The Final Docket Text screen (see Figure 8). 
 

 Figure 8 – Final Docket Text Screen 
 
 
Review the text.  If it is incorrect or needs to be changed, use your Back button 
to navigate back to make any needed changes.  If the text is correct, click 
[Next]. 
 
The system will then display the Notice of Electronic Filing for your Motion in 
Limine.  See page 9 of “Filing a Motion” for details regarding the NEF. 
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MOTION TO SUBSTITUTE ATTORNEY 
 
STEP – 3  The Motions Relief screen  (see Figure 3). 
 

 
 
Figure 3 – Motions Relief Screen  
 
 

• Select “Substitute Attorney.” 
 
• Click [Next]. 

 
 
STEP – 4  The Case Number screen (see Figure 4). 
 

 
Figure 4 – Case Number Screen 
 

• Enter Case Number. 
 
• Click [Next]. 

 
 
 
 
 
 
 
STEP – 5  The Party Selection screen (see Figure 5). 
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Figure 5 – Party Selection Screen 
 

• Select Party filing the motion. 
 
• Click [Next]. 

 
 
STEP – 6  The PDF document screen (see Figure 6). 
 

 
Figure 6 – PDF Document Selection Screen 
 
 

• Browse to locate, then select the document.  
 

(If your motion has attachments, refer to Step 7 of  “Filing a Motion” on  
page 6.) 

 
• Click [Next]. 

 
 
 
 
 
STEP – 7  The Substitute Attorney screen  (see Figure 7). 
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Figure 7 – Substitute Attorney Screen 

 
• In the first text, insert the name only (not the firm, address, or other 

information) of the attorney being substituted just as it will appear in the 
docket text. 

 
• In the second text box, do the same for the attorney being replaced. 

 
• Click [Next]. 

 
 

STEP – 8  The Substitute Attorney screen  (see Figure 8). 
 

 
 
Figure 8 – Case Number Verification Screen 
 

• Verify this is the correct case number and name. 
 
• Click [Next]. 
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STEP – 8  The Final Docket Text screen (see Figure 8). 

 
 Figure 8 – Final Docket Text Screen 
 
 
 
Review the text.  If it is incorrect or needs to be changed, use your Back button 
to navigate back to make any needed changes.  If the text is correct, click 
[Next]. 
 
The system will then display the Notice of Electronic Filing for your Motion to 
Substitute Attorney.  See page 9 of “Filing a Motion” for details regarding the 
NEF. 
 
 



ECF ATTORNEY  TRAINING MANUAL   EXAMPLES – SUMMARY JUDGMENT 

SDWV- 06/01/2005  Page 44 

 
MOTION FOR SUMMARY JUDGMENT 
 
STEP – 3  The Motions Relief screen  (see Figure 3). 
 

 
 

Figure 3 – Motions Relief Screen  
 

• Select “Summary Judgment.” 
 
• Click [Next]. 

 
 
STEP – 4  The Case Number screen (see Figure 4). 
 

 
 
Figure 4 – Case Number Screen 
 

• Enter Case Number. 
 
• Click [Next]. 

 
 
STEP – 5  The Party Selection screen (see Figure 5). 
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Figure 5 – Party Selection screen 
 

• Select Party filing the motion. 
 
• Click [Next]. 

 
 
STEP – 6  The PDF document screen (see Figure 6). 
 
 

 
 
Figure 6 – PDF Document Selection Screen 
 
 

• Browse to locate, then select the document.  
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(If your motion has attachments, refer to Step 7 of  “Filing a Motion” 
on  
page 6.) 

 
• Click [Next]. 

 
STEP – 7  The Case Number Verification screen (see Figure 7). 
 

 
Figure 7 - Case Number Verification Screen   

 
• Verify this is the correct case number and name. 
 
• Click [Next]. 
 

 
STEP – 8  The Final Docket Text screen (see Figure 8). 
 

 Figure 8 – Final Docket Text Screen 
 
 
Review the text.  If it is incorrect or needs to be changed, use your 
Back button to navigate back to make any needed changes.  If the text 
is correct, click [Next]. 
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Filing a Supplemental Motion 

 
 To file a Supplemental Motion in ECF, select the appropriate event, 
select the relief (s), enter the case number, select the party filer, reference a 
case document, and accept the final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Supplemental Motions under the Motions and Related 

Filings heading. 
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STEP  3 The system will display the Supplemental Motions Relief 
screen (see Figure 3). 
 

       
 
 Figure 3 – Supplemental Motions Relief Screen 
 
 

• Scroll up or down to locate the relief sought by the Supplemental 
Motion you are filing.  Click to highlight your selection. 
 
Note:  In situations where more than one type of relief is being sought 
by a single motion, you can choose more than one relief code by 
clicking on one type of relief, find the second (or third, etc.) relief and 
hold down the Control key (Ctrl) on your keyboard while clicking on 
the second selection.  Both selections should stay highlighted if done 
correctly. 
 

• Click [Next]. 
 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
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Figure 4 – Case Number Screen 
 

 
• Enter the case number.   
 
• Click [Next]. 

 
 
 
STEP  5 The system will then display the Party Selection screen (see 

Figure 5). 
 

 
 
Figure 5 – Party Selection Screen 
 
 
•     Select the name of the party filing the Supplemental Motion. 
 
•    Click [Next]. 
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STEP  6 The system will then display the pdf document screen (see 
Figure 6a). 
 
 

 
 Figure 6a – Select the pdf Document Screen 

 
 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
6b). 
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Figure  6b – Choose File  Screen 

 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or  
click on the “Up One Level” icon            to go up one directory in the 
directory structure. 
 
• Navigate to the directory where the appropriate pdf file is located, then 

click on it to select it.   
 

• To make sure you are associating the correct file, you should always 
view the selected file by right-clicking on the filename.  That will 
bring up a menu similar to the following (see Figure 6c). 
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Figure 6c – Right-click Menu 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 

 
• If this is the correct document, close or minimize the Adobe Acrobat 

Reader. Click the [Open] button on the File Upload screen (see 
Figure 6b) to return to the pdf document screen (see Figure 6a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this document has attachments, such as exhibits or a proposed 

order, click the Yes radio button at the bottom and proceed to Step 7.  
If there are no attachments, go to Step 9. 
 

• Click [Next]. 
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STEP 7 Complete this step ONLY if you have attachments to the 

Supplemental Motion (see Figure 7). 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 7 – Document Attachment Screen 
 
 Adding attachments is a three-part process: 
 

1)  Browse for the attachment as described in Step 6. 
 

2)  Select the Type and/or type a Description of the attachment. 
 

3)  Click [Add to List]. 
 

Repeat this process until you have added all the attachments. 
 

When you have added all your attachments, click [Next]. 
 

 
STEP 8  The system will then display the Refer to Event screen (see 

Figure 8a).   
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Figure 8a– Refer to Event Screen 

 
• Check the box. 

 
If you know specifically the filing date or the docket number of the 
document to which your motion refers, you may enter that information in 
the fields entitled “filed” or “documents.”   This will limit the search to 
only those papers filed within those parameters.  Otherwise, all case 
documents will be listed on the upcoming screen. 
 

• Click [Next]. 
 
 
The system will then display the Select Event screen (see Figure 8b).   
 

 
Figure 8b – Select Event screen 
 

• Check the box next to the event to which the Supplemental Motion 
refers.  
In this instance, the Supplemental Motion refers to the Motion by John 
W. Appleseed, III to Amend Complaint. 

  
• Click [Next]. 
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STEP 9 The system will display the Party/Case Number Verification 

screen (see Figure 9). 
 

 
Figure 9 – Party/Case Number Verification Screen 

• Verify information is correct. 
 
• Click [Next]. 

 
 
STEP 10 The system displays the Final Text screen (see Figure 10). 

 
Figure 10 – Final Text Screen 
 
This displays how your docket entry will appear on the docket sheet.   Once 

you  
Click the [Next] button, this motion is entered into the ECF system and 

cannot be 
 modified without involvement of the court. 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
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STEP 11 Finally, the system will display the Notice of Electronic Filing  
 (see Figure 11). 

 
Figure 11 – Notice of Electronic Filing Screen 
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• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
the Supplemental Motion is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon. 

 
• To save a copy of this NEF, click [File] on the browser menu. 

 
• When you arrive at the Notice of Electronic Filing screen, you are 

finished with the filing of your document.   
 

• If you need to file additional documents via ECF, make the 
appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing a Joint Motion 

 
 To file a Joint Motion in ECF, select the appropriate event, select the 
relief (s), enter the case number, select the party filers, and accept the final 
docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Joint Motions under the Motions and Related Filings 

heading. 
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STEP  3 The system will display the Joint Motions Relief screen (see 
Figure 3). 
 

          
 

 Figure 3 – Joint Motions Relief Screen 
 
 

• Scroll up or down to locate the relief sought by the Joint Motion you 
are filing.  Click to highlight your selection. 
 
Note:  In situations where more than one type of relief is being sought 
by a single motion, you can choose more than one relief code by 
clicking on one type of relief, find the second (or third, etc.) relief and 
hold down the Control key (Ctrl) on your keyboard while clicking on 
the second selection.  Both selections should stay highlighted if done 
correctly. 
 

• Click [Next]. 
 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
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Figure 4 – Case Number Screen 
 

• Enter the case number.   
 
• Click [Next]. 

 
 
 
STEP  5 The system will then display the Party Selection screen (see 

Figure 5a) 
 

 
 
Figure 5a – Party Selection Screen 
 
 
•     Select the name of the parties filing the Joint Motion. 

    Do this by holding down the Control key and clicking on each party 
name. 
 If correctly done, both names will be highlighted. 

 
•    Click [Next]. 
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If this is your first time appearing as counsel in this case, or if you are filing 
the Joint Motion on behalf of yourself and the other movant’s attorney, the 
party/attorney association screen will appear (see Figure 5b). 

 
Figure 5b – Party/Attorney Association screen 
 
• If you want to associate yourself with this party for this case, check all 

boxes. 
If you do not,  uncheck the “Notice” box by clicking on it.  

 
• Click [Next]. 
 
Proceed with Steps 6 through 9 as set forth in “Filing a Motion in a Civil 
Case.”  
 
 
STEP  10 The system will then display the Docket Text screen (see 
Figure 10). 
 

 
 Figure 10 – Docket Text Screen 

 
 
• This screen allows you to enter what the Joint Motion seeks to continue.   

Enter the text as it will appear in the final docket entry. 
 
Click [Next]. 
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 STEP 11 The system displays the Final Text screen (see Figure 11). 

 
Figure 11 – Final Text Screen 
 
This displays how your docket entry will appear on the docket sheet.  Once 

you  
click the [Next] button, this motion is entered into the ECF system and 

cannot be 
modified without involvement of the court. 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click the [Next] button to 
display and print the Notice of Electronic Filing (refer to Step 11 in 
“Filing a Motion in a Civil Case” for details). 
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Filing  an Application  
To Proceed In Forma Pauperis 

(or without prepayment of fees and costs) 
 
 To file an Application to Proceed In Forma Pauperis  (or without 
prepayment of fees and costs) in ECF, select the appropriate event and relief, 
enter the case number, select the party filer, and accept the final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Applications under the Motions and Related Filings heading. 
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STEP  3 The system will display the Relief screen (see Figure 3). 
 
          

 
Figure 3 – Relief Screen 
 

• Select the relief sought. 
 
• Click [Next]. 

 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
 

 
Figure 4 – Case Number Screen 
 

• Enter the case number.   
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• Click [Next]. 
 
 
 
 
 
 
 
 
 
STEP 5  The system will then display the Party Selection screen (see 
Figure 5). 
 

 
Figure 5 – Party Selection Screen 
 

• Select the party filing the Application.   
 
• Click [Next]. 

 
 
 
STEP  6 The system will then display the pdf document screen (see 
Figure 6a). 
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 Figure 6a – Select the pdf Document Screen 
 

 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
5b). 

 

 
Figure 6b – Choose File Screen 
 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or  
click on the “Up One Level” icon,           to go up one directory in the 
directory structure. 
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• Navigate to the directory where the appropriate pdf file is located, then 
click on it to select it.   

 
• To make sure you are associating the correct file, you should always 

view the selected file by right-clicking on the filename.  That will 
bring up a menu similar to the following (see Figure 6c). 

 

 
Figure 6c – Right-click Menu 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 

 
• If this is the correct document, close or minimize the Adobe Acrobat 

Reader. Click the [Open] button on the File Upload screen (see 
Figure 6b) to return to the pdf document screen (see Figure 5a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 
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• If this document has attachments, such as exhibits or a proposed 
order, click the Yes radio button at the bottom and proceed to Step 7.  
If there are no attachments, go to Step 8. 
 

• Click [Next]. 
 
 
 
 
 

 
 
STEP 7 Complete this step ONLY if you have attachments to the 

Application (see Figure 7). 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 7 – Document Attachment Screen 

 
Adding attachments is a three-part process: 
 
1)   Browse for the attachment as described in Step 5. 

 
     2)  Select the Type and/or type a Description of the attachment. 
 

3)  Click [Add to List]. 
 

Repeat this process until you have added all the attachments. 
 

When you have added all your attachments, click [Next]. 
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STEP 8  The system displays the Party/Case Number Verification screen  

     (see Figure 8). 
 

 
Figure 8 – Party/Case Number Verification Screen 
 

• Verify Party filer and case number. 
 
• Click  [Next]. 

 
 
 
STEP  9   The system displays the Final Text screen (see Figure 9). 
 
 

Figure 9 – Final Text Screen 
 
 
This displays how your docket entry will appear on the docket sheet.  Once 

you click 
 the [Next] button, this motion is entered into the ECF system and cannot be 

modified 
 without involvement of the court. 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
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• When satisfied the docket text is correct, click [Next]. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
STEP 9   Finally, the system will display the Notice of Electronic Filing 

screen (see Figure 12). 
 



ECF ATTORNEY  TRAINING MANUAL      APPLICATION TO PROCEED 

SDWV- 06/01/2005  Page 71 

 
Figure 9 – Notice of Electronic Filing Screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that this Application to Proceed in Forma Pauperis is now an official 
court document. 

 
• To print a copy of this NEF, click the browser [Print] icon.  It is 

recommended that you print or save the NEF as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
 

• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   

 
• If you need to file additional documents via ECF, make the 

appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing  an Objection, 
Response, Reply, Memorandum or Brief 

 
 To file an Objection* in ECF, select the event, select the relief, enter 
the case number, select the filer, reference a case document and accept the 
final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 

                                                 
* Where “Objection” appears, you may substitute “Response,” “Reply”, “Memorandum” or “Brief” for 
instructional purposes. 
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• Click on Objections, Responses, Replies, Memoranda and Briefs 
under the Motions and Related Filings heading. 

 
 

 
 
 
 
STEP  3 The system will display the Objections, Responses, Replies, 
Memoranda and Briefs Relief screen (see Figure 3). 

 
          

 Figure 3 – Objections, Responses, Replies, Memoranda and Briefs Relief Screen 
 
 

• On this screen you can scroll up or down to locate the relief sought by 
the Objection you are filing.  Click to highlight your selection. 
 

• Click [Next]. 
 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
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Figure 4 – Case Number Screen 
 

• Enter the case number.   
 
• Click [Next]. 

 
 
 
STEP  5 The system will then display the pdf document screen (see 
Figure 5a). 
 
 

 
 Figure 5a – Select the pdf Document Screen  
 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
5b). 
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Figure  5b – Choose File  Screen 
 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or  
click on the “Up One Level” icon, to go up one directory in the directory 
structure. 
 

Navigate to the directory where the appropriate pdf file is located, 
then click on it to select it.   

 
• To make sure you are associating the correct file, you should always 

view the selected file by right-clicking on the filename.  That will 
bring up a menu similar to the following (see Figure 5c). 
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 Figure 5c – Right-click Menu 
 
 

• On this menu, click Open with Acrobat 6.0.  The system will launch 
the Adobe Acrobat Reader to display the contents of the pdf 
document, allowing you to verify that this is the correct document. 

 
• If this is the correct document, close or minimize the Adobe Acrobat 

Reader. Click the [Open] button on the File Upload screen (see 
Figure 5b) to return to the pdf document screen (see Figure 5a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this document has attachments, such as exhibits or a proposed 

order, click the Yes radio button at the bottom and proceed to Step 6.  
If there are no attachments, go to Step 9. 
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Click [Next]. 
 
STEP  6 Complete this step ONLY if you have attachments to the 

Supplemental Motion (see Figure 6). 
 

 
Figure 6  – Document Attachment Screen 
 
 Adding attachments is a three-part process: 
 

1)  Browse for the attachment as described in Step 5. 
 

2)  Select the Type and/or type a Description of the attachment. 
 

3)  Click [Add to List]. 
 

Repeat this process until you have added all the attachments. 
 

When you have added all your attachments, click [Next]. 
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STEP 7  The system will then display the Party Selection screen (see Figure 
7). 
 

 
Figure 7 – Party Selection Screen 
 
 
•     Select the name of the party filing the Objection. 
 
•    Click [Next]. 

 
 

STEP 8  The system will then display the Refer to Event screen (see 
Figure 8).   

  
 
 

  
Figure 8– Refer to Event Screen 

 
• Click on the check box beside “refer to existing event(s)?” 

  
• NOTE:  If you know specifically the filing date or the docket number 

of the document to which your motion refers, you may enter that 
information in the fields entitled “filed” or “documents.”   This will 
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limit the search to only those papers filed within those parameters.  
Otherwise, all case documents will be listed on the upcoming screen. 

 
• Click [Next]. 
 
STEP 9  The system will then display the Select Event screen (see 

Figure 9a).  
  

 
Figure 9a – Select Event Screen 
 

• Check the box next to the event to which the Objection refers. 
 
• NOTE:  When filing an Objection to Findings and Recommendations, 

you will receive a screen listing any Findings and Recommendation 
events (see Figure 9b). 
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Figure 9b Refer to Report Recommendation Event Screen 
 
 
• Click [Next]. 

 
 
 
 

 
STEP 10  The system will display the Case Number Verification screen  

(see Figure 10). 

 
Figure 10 – Case Number Verification Screen 
 

• Verify this is the correct case and case number. 
 
• Click [Next]. 
 

 
STEP 11 The system displays the Final Text screen (see Figure 11). 

 
 
Figure 11 – Final Text Screen 
 
This displays how your docket entry will appear on the docket sheet.   
Once you click Next], this Objection to the Findings and Recommendations  
is entered into the ECF system and cannot be modified without involvement  
of the court. 
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If you have made an error in the docket entry, use the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
 
 
STEP 12 Finally, the system will display the Notice of Electronic Filing 

screen (see Figure 12). 
 

 
Figure 12 – Notice of Electronic Filing screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that this is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon. It is 

recommended that you print or save the NEF as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
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• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   

 
• If you need to file additional documents via ECF, make the 

appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing a Reply to a Response  
 

 To file a Reply to a Response in ECF, select the event, select the 
relief, enter the case number, select the filer, reference a case document and 
accept the final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 
 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Objections, Responses, Replies, Memoranda and Briefs 

under the Motions and Related Filings heading. 
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STEP  3 The system will display the Objections, Responses, Replies, 

Memoranda and Briefs Relief screen (see Figure 3). 
 
         

 
  Figure 3 – Objections, Responses, Replies, Memoranda and Briefs Relief Screen 

 
 

• On this screen you can scroll up or down to locate the document you 
are filing.  Click to highlight your selection. 
 

• Click [Next]. 
 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
 

 
Figure 4 – Case Number Screen 
 

• Enter the case number.   
 



ECF ATTORNEY  TRAINING MANUAL      REPLY TO A RESPONSE  

SDWV- 06/01/2005  Page 85 

• Click [Next]. 
 
 
 
 
 
 
STEP  5 The system will then display the pdf Document screen (see 
Figure 5a). 
 

 
 Figure 5a – Select the pdf Document Screen  
 
• Attach the pdf file to the docket entry. 

 
There are two methods of attaching an image: you can type in the path 

and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
5b). 
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Figure  5b – Choose File  Screen 
 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or  

click on the “Up One Level” icon,           to go up one directory in the 
directory structure. 
 

Navigate to the directory where the appropriate pdf file is located, 
then click on it to select it.   

 
• To make sure you are associating the correct file, you should always 

view the selected file by right-clicking on the filename.  That will 
bring up a menu similar to the following (see Figure 5c). 
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 Figure 5c – Right-click Menu 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 

 
• If this is the correct document, close or minimize the Adobe Acrobat 

Reader. Click the [Open] button on the File Upload screen (see 
Figure 5b) to return to the pdf document screen (see Figure 5a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• If this document has attachments, such as exhibits or a proposed 

order, click the Yes radio button at the bottom and proceed to Step 6.  
If there are no attachments, go to Step 7. 
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Click [Next]. 
 
STEP  6 Complete this step ONLY if you have attachments to the 

Supplemental Motion (see Figure 6). 
 

 
Figure 6  – Document Attachment Screen 
 
 Adding attachments is a three-part process: 
 

1)  Browse for the attachment as described in Step 5. 
 

2)  Select the Type and/or type a Description of the attachment. 
 

3)  Click [Add to List]. 
 

Repeat this process until you have added all the attachments. 
 

When you have added all your attachments, click [Next]. 
 
 

 
STEP  7 The system will then display the Party Selection screen (see 
Figure 7). 
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Figure 7 – Party Selection Screen 
 
 
•     Select the name of the party filing the Reply. 
 
•    Click [Next]. 

 
 

STEP 8  The system will then display the Refer to Event screen (see 
Figure 8) 

  
 

  
Figure 8– Refer to Event Screen 

 
• Click on the check box beside “refer to existing event(s)?” 

  
• NOTE:  If you know specifically the filing date or the docket number 

of the document to which your motion refers, you may enter that 
information in the fields entitled “filed” or “documents.”   This will 
limit the search to only those papers filed within those parameters.  
Otherwise, all case documents will be listed on the upcoming screen. 

 
• Click [Next]. 
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STEP 9  The system will then display the Select Event screen (see 

Figure 9).   
 

 
Figure 9 – Select Event Screen 
 

• Check the box next to the event to which the Reply refers. 
 
• Click [Next]. 
 

 
 
STEP 10   The system will display the Case Number Verification screen  

(see Figure 10). 
 

 
Figure 9 – Case Number Verification Screen 
 
 

• Verify case number and name are correct. 
 
• Click [Next]. 
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STEP 11 The system displays the Final Text screen (see Figure 11). 
 

 
Figure 11 – Final Text Screen 
 
 
This displays how your docket entry will appear on the docket sheet.  Once 

you 
click the [Next] button, this Reply to the Response in Opposition to a 

Motion  
is entered into the ECF system and cannot be modified without involvement  
of the court. 
 
If you have made an error in the docket entry, use the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click [Next]. 
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STEP 12 Finally, the system will display the Notice of Electronic Filing  
 (see Figure 12). 

 
Figure 12 – Notice of Electronic Filing Screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that this is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon.  It is 

recommended that you print or save the NEF as a pdf. 
 

• To save a copy of this NEF, click [File] on the browser menu. 
 

• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   

 
• If you need to file additional documents via ECF, make the 

appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 
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Filing a Certificate of Service 

 
 [Note:  This section refers to the Certificate of Service that is the 
stand-alone document filed in lieu of discovery material, not the certificate 
of service which Rule 5(d), Federal Rules of Civil Procedure, requires as a 
part of other filed documents.] 
 

To file a Certificate of Service in ECF, select the appropriate event, 
enter the case number, select the party filer, enter the title of the document to 
which the Certificate of Service applies, and accept the final docket text.  
 
STEP  1 After logging  in to CM/ECF, click on Civil on the ECF Main 

Menu bar (see Figure 1). 
 
 

 
Figure 1 – ECF Main Menu Bar 
 

 
 

STEP  2 The system will display the Civil Events screen (see Figure 2). 

 
Figure 2 – Civil Events Screen 
 

 
• Click on Other Documents under the Other Filings heading. 
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STEP  3 The system will display the Other Documents screen (see 
Figure 3). 
 

          
 

 Figure 3 – Other Documents Screen 
 
 

• Scroll up or down to locate the document you are filing.  Click to 
highlight your selection. 
 

• Click [Next]. 
 
 
STEP  4 The system will then display the Case Number screen (see 
Figure 4). 
 

 
Figure 4 – Case Number Screen 
 

• Enter the case number.   
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• Click [Next]. 

 
 
 
 
 
STEP 5 The system will display the Case Verification screen (see 
Figure 5). 
 

 
Figure 5 – Case Verification Screen 
 

• Verify this is the correct case. 
 
• Click [Next]. 

 
 
STEP  6 The system will then display the pdf Document screen (see 
Figure 6a). 
 
 

 
 Figure 6a – Select the pdf Document Screen 

 
 
• Attach the pdf file to the docket entry. 

 



ECF ATTORNEY  TRAINING MANUAL      CERTIFICATE OF SERVICE  

SDWV- 06/01/2005  Page 96 

There are two methods of attaching an image: you can type in the path 
and filename of the document with the pdf extension in the Filename field; 
or you can click the [Browse...] button to find it.  If you click the 
[Browse...] button, the system will display a Choose File screen (see Figure 
6b). 

 

 
Figure  6b – Choose File  Screen 
 
On this screen, click the down arrow for the Files of type: field at the 

bottom and select “All Files (*.*).”  This screen will show all files, 
including pdf files.  If the desired file is not displayed, either double-click on 
any directory or folder icon to go down the directory structure, or click on 
the “Up One Level” icon     to go up one directory in the directory 
structure. 
 

Navigate to the directory where the appropriate pdf file is located, 
then click on it to select it.   

 
• To make sure you are associating the correct file, you should always 

view the selected file by right-clicking on the filename.  That will 
bring up a menu similar to the following (see Figure 6c). 
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 Figure 6c – Right-click Menu 
 
 

• On this menu, click Open.  The system will launch the Adobe Acrobat 
Reader to display the contents of the pdf document, allowing you to 
verify that this is the correct document. 

 
• If this is the correct document, minimize the Adobe Acrobat Reader. 

Click the [Open] button on the File Upload screen (see Figure 6b) to 
return to the pdf document screen (see Figure 6a). 

 
• If this is not the correct file, close this window, navigate to a different 

directory, if necessary, and open another file until you find the correct 
pdf file. 

 
• Click [Next]. 
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STEP 7 The system will then display the Select Filer screen (see 
Figure 7).   

  

 
Figure 7 – Select Filer Screen 

 
• Select the name of the party filing the Certificate of Service. 
 
• Click [Next]. 

 
 
STEP 8   The system will then display the Enter Title of Document 

screen  
(see Figure 8a).   

 
Figure 8a – Enter Title of Document Screen 
 

• Enter the title of the document to which the Certificate of Service applies, 
such as “Defendant’s First Set of Interrogatories to Plaintiff.” (See 
Figure 8b) 

 



ECF ATTORNEY  TRAINING MANUAL      CERTIFICATE OF SERVICE  

SDWV- 06/01/2005  Page 99 

 
Figure 8b – Enter Title of Document Screen 
 

• Click [Next]. 
 

 
 
STEP 9  The system will display the Case Verification screen (see Figure 
9). 
 

 
Figure 9 –Case Verification screen 
 
 

• Verify case number and name are correct. 
 
• Click [Next]. 
 

 
STEP 10 The system displays the Final Text screen (see Figure 10). 
 

 
Figure 10 – Final Text screen 
 
This displays how your docket entry will appear on the docket sheet.   Once 

you 
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click [Next], this Certificate of Service is entered into the ECF system and 
cannot  

be modified without involvement of the court. 
 
If you have made an error in the docket entry, click the Back button on your 
browser to return to the screen where the error was made, correct the error, 
then proceed again through the transaction. 
 

• When satisfied the docket text is correct, click Next]. 
 
 
 
 
STEP 11 Finally, the system will display the Notice of Electronic Filing  
 (see Figure 11). 

 
Figure 11 – Notice of Electronic Filing screen 
 
 

• The Notice of Electronic Filing (NEF) is the verification that the 
filing has been sent electronically to the court’s database.  It certifies 
that this is now an official court document. 

 
• To print a copy of this NEF, click the browser [Print] icon. It is 

recommended you print or save the NEF as a pdf. 
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• To save a copy of this NEF, click [File] on the browser menu. 
 

• When you arrive at the Notice of Electronic Filing screen, you are 
finished with the filing of your document.   

 
• If you need to file additional documents via ECF, make the 

appropriate choice from the Main Menu bar.  For example, click on 
Civil to file another document in a civil case.   

 
• If you are finished filing documents, click on Logout. 

 
 
 

 
 
 
The system will then display the Notice of Electronic Filing for your 
Motion for Summary Judgment.  See page 9 of “Filing a Motion” for 
details regarding the NEF. 
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Post-Judgment Remedies  § A The Filing Process

Once the Court renders judgment, the judgment debtor has an automatic ten-day stay from
enforcement of the judgment (exceptions: injunctions, receiverships, and patent accountings-
Rule 62, FRCP). If the judgment debtor does not comply with the judgment order, the judgment
creditor may employ several alternatives to compel compliance.  This document outlines the
docketing procedures for those remedies.

1. Go to the Civil section of CM/ECF.

2. Go to Pre- and Post-Judgment Documents:



ECF ATTORNEY TRAINING MANUAL POST-JUDGMENT REMEDIES

SDWV-05-03-05 Page 2

3. Click on the down-arrow and find the appropriate document on the drop-down menu:

4. Choose the document you need to file:

5. Insert the case number:
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6. Verify that you selected the correct case:

-Click Next if correct.

7. On the next screen, you’ll choose the document you wish to submit: 

Here, you must have a document prepared to submit via the Browse function in support
of the docket event.  Section B of this manual illustrates how to find, save, complete and submit
the forms respective to these docketing events.  If you have not already created the necessary
document, review Section B before proceeding with the following steps.
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8.  Attach the Application: At the screen with the Browse function, click Browse and search for
your document. 

-Note: We recommend that
you right-click on and open 
the document to verify that it
is the correct document.
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-Click on the Open button (or double click the highlighted document title) to populate the
Filename block beside the Browse button.  

-To add attachments to the application, click the Yes radio button and repeat the process
on the following screen:

-Complete the Description box, click Add to List and Next to attach the exhibit.
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9.  Select the filer:  

10.  Check the box that asks
whether this action refers to
other actions.

11.  Select the docket
event to which this event
relates:
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11.  Verify the name of the filing party:

12.  Review the final text of the event.  Note the link to the docket event to which this entry
relates:

-Click Next to commit the transaction to CM/ECF.
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13.  Finally, review the Notice of Electronic Filing for accuracy.  Report any deficiencies to the
office of the Clerk of Court.
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Post-Judgment Remedies § B- Completing the Forms

To docket an application for post-judgment relief, you must have a document completed
for docketing in CM/ECF.  Our Court has developed forms that you can access on our
website at http://www.wvsd.uscourts.gov/ .    

1.  Find the form on the District Court web site.  -Click on District Court:

-Click on Forms:
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-Select Post-Judgment Remedies:

-Select Application for Post Judgment Relief. 

-You will also select the substantive document to submit in conjunction with your
application.  For instance, if you file an application for Abstract of Judgment, you will
also complete and submit the Abstract of Judgment as an attachment to the application.
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2.  Save the document to your computer, then complete the requisite boxes on the form, making
sure to specify which post-judgment remedy you are seeking.

-In this case, the Plaintiff is seeking an Abstract of Judgment and will submit this
application along with Form PJR-002, a completed Abstract of Judgment.
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3.  Return to the Post-Judgment Remedies page and select the corresponding attachment(s):

-Complete of requisite fields:
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4.  PRINT these forms back to PDF for submission in CM/ECF.

-Go to File-Print:

-Select your PDF writer:

-Click OK

-Select a Folder and Name the file:

5.  Return to CM/ECF and continue the
process.
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Instructions for Using PDF Fillable Forms

§A.  Completing PDF Fillable Forms:

To use a PDF fillable form, simply download the form and click in the fields to be
completed.  Many times the fields will be colored, underlined, or otherwise signified:

Text Boxes:  Simply click in the appropriate place and begin typing.  You may move the
cursor either with your mouse or by tabbing from one spot to the next.

-Check Boxes: Place the cursor over the box and click.
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-Drop-down menus: Click the arrow and make the selection:

§ B: Editing: Completing the forms is easy.  But what about editing them?

1.  Deleting Pages: Once you complete a form, you see that you don’t need certain
pages.  To delete unnecessary pages in PDF, go to the Document-
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-Then click on Pages and choose Delete.

-Tell it which page or page range you want to delete:
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You’ll get a second chance warning:

If it is correct, click Yes.

2.  Adding Pages: Again, go to the Document-and Pages- then select Insert.  This will
bring you to a file folder and you’ll have to choose the page you want to insert:



ECF ATTORNEY TRAINING MANUAL PDF Fillable Forms

SDWV-04-28-05 Page 5 of 8

Tell it where to put the additional page:

-Click OK and it will make the addition to the document.

3.  Extracting Pages: If you want to copy a page from a document, but do not want to
alter the original document, use the Extracting Page feature.  Go to the Document-and Pages-
then select Extract.   Be sure not to click the Delete Pages After Extracting feature, as this
will eliminate pages from the original document:

Once extracted, you may rename the page and place it into
other documents, use it as a template, etc.
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4.  Editing Type: When you need to edit type that is not in a text box, you may use the
TouchUp Text Tool, located either on your tool bar:

Or you can find it at Tools-Advanced Editing-TouchUp Text Tool:

With this feature, you can change virtually anything typed on the document.  Once you
select the TouchUp Text Tool, highlight the text you wish to modify and make the change:
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5.  Preparing the form for submission to the Clerk’s Offfice: Upon completing the
form, be sure to PRINT to PDF rather than merely saving the form.  The fields in saved fillable
forms will sometimes not appear in CM/ECF.

-Go to File-Print:

-Choose Adobe PDF as the printer:

-Click OK:
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-Name the file and place it where you choose:

6.  Other User Tips: You will be doing yourself a big favor if you save originals of each
form on your computer.  When you want to complete one for a case, rename it.

-IMPORTANT: When naming PDF forms after completing them, use the Save As
function.  If you repeatedly hit the Save button, it multiplies the size of the file
exponentially.  So complete the form to the fullest extent possible, then hit Save As to
rename and save it.  

-You would want to save the file while you are still working on it.  If you Print to PDF, it
closes all text box and check box fields and pull-down menus, so that to make any further edits,
you’ll have to use the TouchUp Text Tool as described above.

- To create the  §  symbol in Adobe, use Alt 21.  The key is that this only works with
the numbers on the number pad to the right of your keyboard.  The Numbers Lock button must
be disengaged.  The numbers at the top of your keyboard will not work for this function.

7.  Questions, Comments, Suggestions:   If you have questions, comments or
suggestions regarding fillable forms, especially J&C fillable forms, contact Bill Hinerman, Chief
Deputy Clerk, at Bill_Hinerman@wvsd.uscourts.gov, or 304-347-3050.
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Emailing Case Opening Documents– § A: Complaint

To email a case opening document to the Court, complete the requisite documents and attach
them to an email.  This option is available only in IFP cases with counsel, or when you provide
the Clerk’s Office with your credit card number and authorization to charge your card for the
filing fee.  If you are paying the fee by check, you must bring it to the Clerk’s Office or tender
payment by mail.  You must send the email by 5:00 P.M. for filing the same day.  Any filing that
arrives after 5:00 P.M. at the Court will be dated the next day.  See the credit card authorization
section of the attorney authorization form on the Court’s web site.

1.  Complete the necessary documents; convert to PDF; save to a file.
a.  Complaint: Complete a complaint in a word processing program and convert it to PDF
format.  (To convert to PDF, you must have a PDF writing program on your computer.) 

b.  Civil Cover Sheet: Use the PDF fillable form  (Form WVSD/DC-0001) on the Court’s
web site for the civil cover sheet.  

-Go to  http://www.wvsd.uscourts.gov/
-District Court
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-Choose Forms:

-Select Case Opening Documents (civil):

-Civil Cover Sheet
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-Complete the form on-line, name it and save it for filing in CM/ECF.
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-Sign:  You must sign and date the Civil Cover Sheet.  To sign, use the /s/ designation per
the Court’s local rules.

-When you have the form properly completed, save it in a file of your choice using a
naming convention of your choice.*
*However, the name should indicate to the Court what the document is and to what
case the document is related: e.g., Zimmerman Cover Sheet.

c.  Summonses: Complete the appropriate summons for your case.  The Court has
summonses posted on the Court web site, supra, at http://www.wvsd.uscourts.gov/

-Plaintiffs must list all parties on the summons.
-Prepare individual summonses for each individual defendant.
-If the style block on the summons is not large enough to accommodate the names
of all parties, type “SEE ATTACHED LIST” in the style block and attach a
separate page listing all remaining parties.

-If necessary, list the remaining parties on a separate page and convert to PDF:
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-If the summons is in proper form and properly completed pursuant to Rule 4 of the
Federal Rules of Civil Procedure, the Clerk’s Office will print, sign, and seal each
summons, then return it by mail or at the Clerk’s Office counter to the filing party, who
remains responsible for affecting service of process.

-Whether filing electronically via email or conventionally, the filing party
remains responsible for service of the summonses and complaint on all parties.

-If the summons is NOT in proper form pursuant to Rule 4 of the Federal Rules of Civil
Procedure, the Clerk’s Office will telephone you to resolve the imperfection.

-The Clerk’s Office will NOT sign, seal and mail summonses that are not in
compliance with Rule 4 of the Federal Rules of Civil Procedure.

d.  Exhibits: If you have exhibits to submit to support your complaint, you must convert
them to PDF format.

-Electronic format: If your exhibits are documents in a word processing format,
converting them to PDF through a PDF writing program is significantly better and
more efficient than scanning the printed documents.
-Paper format: If your exhibits are paper documents, scan them into PDF format.

2.  Attach the documents to an email to the Clerk’s Office.
a.  Email Address: Send the complaint, civil cover sheet, summons(es), and any exhibits
to wvsd_newcases@wvsd.uscourts.gov
b.  Subject Line: Put “New Civil Case” in the subject line.
c.  Text of email: In the text of the email, explain what you are submitting to the Court,
how many summonses you are including, and whether you are submitting any exhibits:
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d.  Attach files: When you attach the respective files, be sure to name them so that the Clerk’s
Office personnel can easily identify them.  For example:

-Complaint, with Plaintiff’s name; e.g.: Zimmerman Complaint
-Civil Cover Sheet, with Plaintiff’s name; e.g.: Zimmerman Civil Cover Sheet
-Summons for specific party; e.g.: Summons for Defendant Anderson

3. Final Points:

1.  Case Opening Generally:  Attorneys cannot open new cases at this time.  CM/ECF will eventually
include the tools necessary for attorneys to open cases.  Until that time, however, the Court will allow
attorneys to submit case opening documents as attachments to emails.

2.   Other documents via Email:  The Court will accept no other documents through email.  This email
exception applies only to case opening documents and applies only until CM/ECF includes the tools
necessary to allow attorneys to open cases.  We hope that this occurs during 2005.

3.  Reply Emails: The Clerk’s office will not respond to attorneys with a reply email.  Attorneys will
know their case opening documents resulted in a new case when they receive the associated NEF.  If an
attorney emails case opening documents to the Court and does not receive a NEF within two business
days, the attorney should contact the Clerk’s office to ensure that the Court received the email and
attachments.
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Emailing Case Opening Documents §B: Notice of Removal

To email a case opening document to the Court, complete the requisite documents and attach
them to an email. This option is available only in IFP cases with counsel, or when you provide
the Clerk’s Office with your credit card number and authorization to charge your card for the
filing fee. If you are paying the fee by check, you must bring it to the Clerk’s Office or tender
payment by mail. You must send the email by 5:00 P.M. for filing the same day. Any filing that
arrives after 5:00 P.M. at the Court will be dated the next day. See the credit card authorization
section of the attorney authorization form on the Court’s web site.

1.  Complete the necessary documents; convert to PDF; save to a file.

a.  Notice of Removal: When filing a Notice of Removal, prepare it in a word processing
program and convert it to PDF.  You must sign the Notice of Removal in compliance
with the Local Rules of this Court and Rule 11 of the Federal Rules of Civil Procedure
(e.g., s/ Abraham Lincoln).  Scan all documents from the state case that you would
ordinarily file in a removal action (including, but not limited to, the complaint,
summonses, amended complaint, any answers filed in any action, pending motions with
supporting documentation, and any order signed by a state court judge).

b.  Civil Cover Sheet: Use the PDF fillable form  (Form WVSD/DC-0001) on the Court’s
web site for the civil cover sheet.  

-Go to  http://www.wvsd.uscourts.gov/
-District Court:
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-Go to Forms:

-Case Opening Documents (civil):
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-Choose Civil Cover Sheet:

-Complete the form on-line.  
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-Sign:  You must sign and date the Civil Cover Sheet.  To sign, use the s/ designation per
the Court’s local rules.

-Save:  When you have the form properly completed, save it in a file of your choice using
a naming convention of your choice.*

*However, the name should indicate to the Court what the document is and to what
case the document is related: e.g., Civil Cover Sheet- Zeller v. Anderson.
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2.  Attach the documents to an email to the Clerk’s Office.

a.  Email Address: Send the Notice of Removal with all case initiating documents from
the state court action, civil cover sheet, and any other exhibits to
wvsd_newcases@wvsd.uscourts.gov

b.  Subject Line: Put “New Civil Case: Removal” in the subject line.

c.  Text of email: In the text of the email, include what you’d normally put in your cover
letter:
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d.  Attach files: When you attach the respective files, be sure to name them so that the
Clerk’s Office personnel can easily identify them.  For example:

-Notice of Removal, with Plaintiff’s name; e.g.: Zimmerman Notice of Removal
-Civil Cover Sheet, with Plaintiff’s name; e.g.: Zimmerman Civil Cover Sheet

3.  Final Points:

1.  Case Opening Generally:  Attorneys cannot open new cases at this time.  CM/ECF will
eventually include the tools necessary for attorneys to open cases.  Until that time, however, the
Court will allow attorneys to submit case opening documents as attachments to emails.

2.   Other documents via Email:  The Court will accept no other documents through email.  This
email exception applies only to case opening documents and applies only until CM/ECF includes
the tools necessary to allow attorneys to open cases.  We hope that this occurs during 2005.

3.  Reply Emails: The Clerk’s office will not respond to attorneys with a reply email.  Attorneys
will know their case opening documents resulted in a new case when they receive the associated
NEF.  If an attorney emails case opening documents to the Court and does not receive a NEF
within two business days, the attorney should contact the Clerk’s office to ensure that the Court
received the email and attachments.


